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SUPPLY SECTION

The followins is the status of personnel in the Supnrly Section, Services Division:

Q7fice of the Chief

25X1A%9a
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Storare and Issue Unit (Continued)
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25X1A%9a
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CA¥~5 $2644.80
CAF-4  2394,00
CAF-3 2168.00
CAl'=3 2168.28
CAFw-2 2020.00
CBC-E 2243.52
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Storage and Issue Unit (Continued)

Cerenter T/S-:‘t.
25X1A9%9a fuard Pvt.
Muard 1‘/4
) Varehouse Foreman /Bt
Suard t
Laborer Pfc..
Clerk Cpl,
Clerk B/Set.
Acting 1st Sgt. Sgt.
Clerk Cpl.

Real Estate and Utilities Unit

Proc. & Supply Officer CAF-11 5152.80 3 Hov. 1946
Proc. & Supvly Officer CAF-2  4275,00 3 Nov. 1946

25X1A9a Sec. - Stenogranher CAF-4  2394.00 3 Dec. 1946 Action Pendim
Laborer CPC-3 1822.00 20 Dec. 1946 Action Pendings
Laborer CP=3 -1822.00

Appliance kaintenance Unit

Applience Repairman ‘ CPC-7 2694.96 3 lov. 1946
25X1A%a Appliance Repairman's Aide CPC-3  1822.00 3 Dec. 1946 Action Pendine
Appliance Rerairman's Aide CPC~3  1822.00

& flow chart of the vork handled by <he Supply Section is attached and made a part of this revort. There is

a sevarate flow chart for the processine of requisitions for supplies procured from unvouchered funds.

1. CFFICE OF TE (HIEF

The responsibilities of the Chief, Supply Section, include the administrative and operational resnon~
sibility for the supervision of the Centract Unit, the TProcurement Unit, the Storaze and Issue Unit, the

Real Estate and Utilities Unit, and the fprliance lesintensnce Tnita
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lecommendations
-
25X1A9%a (e, It is recommended that if ’r,:r_ is promoted to the position of Assistant Chief, Services
25X1A9a Division, Ir. [ »c rlaced ir the vosition as Acting Chief, Supply Section, Services Division,
for a period of ninety days, and upon expiration of that time, if the services of ir. R have been
25X1A9a .
25X1A93 satisfactory, that he be promoted to the position of Chief, Supply Section, }.'Er_ experience
in the Federal Government for the past nine years has been in procurement, supply, and management activities
and is unusually qualified for this type of nositione
(b) A% the same time, it is recommended that 1'r. .‘_who is Chief of the Contract Unit, be
25X1A9a

placed in the position of Acting Assistant Chief, Supply Section, for a period of ninety days, eng if
at the end of that %ime his services have been satisfactory, he be promoted to that position with the
additional responsibility of Contract Procurerent Officer.

2¢ CLWTRACT UMIT

(a) T™e Contract Unit is responsible for the preparation end processinz of invitations to bid for all supplies,

equipment, or services not covered by existing contracts, the cost of which is in excess of ;100. The
TUnit is also responsible for the preparation and precessing of leases and other agreements for vroperty
outside of the District of Columbia and for general services which can be covered by contract.

(b) The volume of the Contract Unit has been comparatively small, as in recent months it has been primarily

concerned with contract claims resulting from contracts of the Strategic Services Unit, War Department, and

previous organizations. 4%t +the present time this unit is workine on the assignment of contracts from the
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War Department to CIG, which requires considerable time, and from the standpoint of volume does not
indicate the oroblems and difficulties in effectin~ such assignments. Iherefore, the volume handled
) by this unit is not included in this revorte
(c) Te leral nroblems connected with the processins of contracts and leases zenerally require a sreas deal
of time in nerotiation and rreparation. However, it is felt that the present Chief of the Contract
Unit, as indicated sbove, can carry this responsibility in addition to his other duties with the
assistance of one Assistant Contract Officer end a stenographer.
liecommendation
In view of the above, it is recommended that, if the other recommendations which have been made
are accepted, the position of Chief, Contract Unit, not be filled at this time.
3, PROCURELINT UNIT
(a) The personnel of the Proqurement Unit are unusually qualified for their positions, having spent from
two to six years dealing with all types of procurement problems.
25X1A9a () ir. I occup‘ies a position in the Procurement Unit, but actually is working in a position
in the office of the Executive for Personnel and Administration, acting as Administrative Assistant
in hendling service matters in the New .ar Tepartment Building. His status will be determined when

—

the final location of the Cffice of the Director, Central Intelligence Grour, and his immediate steff

is determineds
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e following is the volume of work handled by the Frocurement Unit for the veriods indicated;

Recuisitions Processed:

Civilian Purchase

Pronerty \Office Sunnlies, etc.)
Toewriter Repairs

Military

Contracts

Irensportation
1] i ions

{(Uperational liquipment)
wseal nstate & Utilities
Special Procurement
Medical Services
Shipping Tickets
Finance
Procurerent & Accounting, .iar Deplas.

Totals

Purchase Orders:

Totals

Crders Pending Encumbrance

Total Amount of Decreases from Cancel-
lations

Total Amount of Wew Jrders

Honth of lonth of lionth of
Jept. 1946 Cot. 1946 ifov., 1948
T ST 16 ST
60 35 23 237 9 195
134 1 -~ 137 - 100
24 - - 20 - 28
37 - 21 6 1 -
- -- 1 12 -- 3
25 - - 22 -- 24
- —— - 1 - -
- - - 2 -- 1
- - - - - 1
- 1 - 4 - 3
~-- -- - 1 - 1
1 - - 1 -- 4
1 - - - 1 -
- -- - -~ .- 1
56 — - - - ——
538 37 45 443 11 358
wonth of lonth of Month of
Sept. 1946 Cct. 1946 Nov. 1946
dritten Typed Written  Typed Yiritten  fyped
59 90 80 150 36 58
76 76 140 66 73 20
37 37 69 50 35 22
32 1 75 -- 22 -

16 1€ 86 86
_ . o . s
204 204 380 380 252 252
Sept. 1946 Oct. 1946 Wove. 1546
32 26 3 35
s Y824 ¢ B894l3 U 65.40 . 566424 4 650.24
19,617.04 38034427 152,884 i 300488 57,983.49
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Tt will be noted that the work nroduced by this Unit ammears to be low on the basis of the number of
persomnel assimed for this nurpose. Certain factors rust be taken into consideration in Judeing +the

work produced by this Unit. First is the fact that a large quantity of supnlies and equipment are still
procured from the .jar Department on a reimburseable basis, and each reouisition submitted to the War
Department may have as many as forty or fifty items for a single procurement document. The preparation

of such a requisition involves the determination of stock numbers, nomenclature, unit of issue, etc.,

vhich requires considerable time in preparstion. liany items are difficult to vrocure and in one :'Lnstancé
it was found thet many of the publications reguésted br the Office of Reports and Estimates are now out

of print and a thoroush search of the mafket is recuired to find these publications. The TaEle of Organ-
ization for this Unit, insofar as purchase clerks are concerned, is almost entirely filled, the only
position vacent beinz one in the CAF-8 level, which is being held open until a person qualified in the
purchase of Sienal equipment can be obtained. However, the vresent volume of this Unit does not Justify
the number of versornel now on duty; but it must be remembered that most of the personnel were carried over
from the Strategic Services Unit, War Department, and will be required when CIG has expanded to its maximm
strenzth and the volume of business increases. It is impractical o reduce the number of personnel since
they will be required at some future date. Another point of interest in tris commection is that the purchase
clerks, in addition to writing purchase orders, have been required to type their own purchase orders due to
the lack of stenograrhic and typing persornel. In addition, it is expected that no additional wersonnel will
be required wren the CIG has finally expanded to its oresently planned maximum strensth, at which time it is
my feeling that the production of this Unit will be increased, and the number of personnel on duty can be
Justified.
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Zecomendation

It is recormended that *here be establiched a Processing Sub-Unit in the Procurement Unit, to con-

sist of one Cleri:, CA¥=5, one Clerk Stenorrarher, CAF-4, two Clerk Typists, CAF-3, end one Filing Clerk,

CAF-2 or ! Tais recommendation is mede in order that the purchase clerks may be relieved of the

" typins their own orders and, also, to permit the ezpeditious processing of recuisttions

and constant follow-up on deliveries.

4. STORAGE AND ISSUE UNIT

25X1A%a (a) Y¥r. I ;s covsidered to be outstandinely qualified for this position, having had a total
of more than eleven years' excerience in warehousing, siorege, end record-keeping work. The positions
which are vacant are vendine a final decision as to the future status of the supply activities of the
Communications Jlvision, P & 4« It has been recomnended by the Ixecutive for Personnel and Administration
thet the supply sctivities of the Jommnications Division be transferred to the Storage and Issue Unit,
Supply Section, Services Uivision. However, tihis has not been done, and the filling of vaecant positions

cennot be accomplished until the final decision has been made. There is congiderable vacant warehousing

25X1A6a svace at the nresent time due to the fact that srace now rented in _ws.s leased for the
25X1A6a
purpose of closing down the rehouses under the Commnications Division and transferring the
equipment stored there to th larchouses. However, this transfer has been delayed due to orcen-
25X1A6a

izational problems and the nroblem of ne~otiating a settlement with the lessor of the |Jioroverty.
{b) The inspection of the warenousing activitiss indicated that the material on hand is being nroperly stored,
and that stock records in connection with this material are in good condition. Uthe »rincipal problem in

this Unit is the matter of obtainings satisfactory laboring persomnel, snd those presently on duty are

restricted %o '-"\GF.arehouse until completion of final security checkes
Sanitized - Approved For Release : -
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{¢) Records have not been maintained on the volume of materiai handled by this Unit, although this informa-
tion can be partielly obtained by reference to the report of the Car;o Unit, Trensvortation Sectiom,
elsewhere ir this renort. It has been recommended to the Chief of the Storase and Issue Unit that
a corplete system be established i‘of maintenance of proper volume records in order that the number of
personnel required for the operation of this Unit can be determined.

secommendations

It is recormended that additional civilian versonnel positions be allotted to the Storasze and Issue
Unit for the rewlacement of military personnel upon the "phasing out" of those military persomel who
are now on duty.

I+t is recomnended that the Corrunications Tivision e ordered to transfer their warehousing facilities
to _ te returned to the lessor. This should be done
even though, as a matter of orranization snd responsibility, they ccntinue to carry the responsibility
for their own warehousing and supply functions.

ESTATE AND UTILITIES UNIT

(h)

The Real Estate and Utilities Unit is responsible for the maintenance of all buildings assigned to the
Central In‘tell‘igence Group, c;)nstruction, procurement of general trade services, such &s carpentering,
plumbing, painting, etc., space assignments, maintenance of space records and moving.

It is felt that the nresent volume of work in this Unit more than justifies personnel now on duty and
a stenograrher for this Unit is very urgsently recuired in erder to handle a large volume of telephone

calls, issuance of shop recuests, anc other cutles.
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The followin~ is the volume of work handled by this Unit for the neriod indicated:

lio, of work Orders Issued Dollar Value
Konth of Cctober 1946 8 4 9,825.00
" " llovember 194€ 2 . 50400
" ! Jecember 1946 18 S61,032,72

Recommendation

It is recommended that a basic system as to the vresent assignment of space be established in order
that future assignments can be made in a more exactinm manner. Also, to eliminate the free exchange of
space between the activities of the Central Intelligence Group, in order that overall space adjustments
in the agency can be more equitably accomplished.

APFLIANCE LAIN TENANCE UWIT

Tris Unit is primerily responsible for the repair of typmewriters, and can make minor repairs on other
types of labor savinz devices. The present volume of this unit does not warrsnt more then two repair men.
At the present time, the Unit is handling an averaze of twenty service calls anc two complete overnaul jobs
per day. The monetary saving in this Unit is estimated at three times the overhead, including salaries and
cost of repair parts. Uhe services furnished by this Unit are much superior to that furnished by the type-
writer companies, as well és being a great deal cheavers
Hecommendation

It is recommended that this Unit maintain records on the value of the work which it vroduces, and,

particeularly, a record of the number of services calls handled each day.

Sanitized - Approved For Release :
CIA-RDP51-00049A000100010004-3



